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SUBJECT:  MGT – TOOLKIT AND PRS REPORTING “WORK PERFORMED BY” CHECK 

BOXES 
 
Reissue:   This is a reissue of Utah Bulletin UT330-07-04, May 23, 2007, with revisions. 
 
Purpose:     This bulletin shall serve as direction for selecting “Work Performed By” in  

Toolkit and PRS. 
 

Expiration Date: Until further notice. 
 
When entering “Work Performed By” in Toolkit, individuals entering data must check each box that 
represents who the work was performed by.  If the work is only performed by NRCS then only check 
the NRCS box.  If the work is performed by both NRCS and a Conservation District employee, for 
example, then both boxes need to be checked.  This will not report the performance twice and the 
correct amount will be reported in PRS.  This way all agencies performing the work will be given the 
proper credit.  If only one box is checked then credit for the performance will only be assigned to one 
agency.   
 
If an oversight in reporting has occurred, “Work Performed By” can be edited in PRS to reflect the 
correct reporting.  Employees must use Toolkit and ProTracts for performance reporting.   
 
The following are examples of agencies and the correct check box.  This is only an example and may 
not reflect all agencies or all situations. 
    
   Agencies   Check Box 

SCD      Conservation District 
UACD     Conservation District 
DWR      State Agency  
Watershed Coordinators State Agency 
Volunteers    NRCS 
TSP      TSP 
RC&D     RC&D Council 
Farm Bill Biologists    State Agency 
GIP    Other 

 
You can verify where the credit for performance is captured by running report 6.10 in PRS.  Then 
select the agency (i.e. NRCS, Conservation District, and State Agency). 
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This is a screen capture from Toolkit showing where the reporting boxes are located. 

 
 
This screen capture from PRS shows where the boxes are located for correcting information in PRS. 

 
 
Contacts:  Juan Hernandez, ASTC - Operations, at 801-524-4552 or juan.hernandez@ut.usda.gov 
 James Huggard, State Technology Coordinator, 801-524-4587 or james.huggard@ut.usda.gov 
 
/S/ 
 
SYLVIA A. GILLEN 
State Conservationist 
 
cc: Gordon Younker, UACD, North Logan, UT 
 Bill Hopkin, UDAF, Salt Lake City, UT  
 Jake Jacobson, UDAF, Salt Lake City, UT 
 
Distribution: E 


